—— —

4 .17/ APPLICATION FOR RECORDS RETENTION SCHEDULE EPARTMENT OF ARCHIVES AND HISTO!

RECORDS MANAGEMENT DIVISION

‘ DEPARTMENT OF ARCHIVES AND HISTORY
o2 280

INSTRUCTIONS: See Publication No 76-RAM=1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section, { X A

! FOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT USE
" Apptication Date georgia POM’S ?ufhom 1|'\/ Appll;atlon Number 8
: ontalnerPort Termina _' {
?‘_‘_._,__,2/ 4/ Bi Post Office Box 2406 o __ . 500 S0
i oplication Numbar Savannah, Georgia 31402 . ' ate Hacaived - a;_;g‘ mpleted
~§ ] 125 : o o B FEB 2 81385 1 ol 3‘919% |
2 Parson to Contact o 7 _ Working Title _ -'i'-el_e:_:r_lone Number
Joan Mahaney ContainerPort Office Manager (912) 964-3859
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3. Action Requested
a. R Estaousn Retention Schedule; record will continue to accumulate.
2, CJ Dispose of present accumuiation; no further accumulation anticipated.
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s Amend ApplicationNo. ... .. Check One: 7] Change; (3 Supercede; [} Void :
T3 Paias s f Serics 5. Rec@rds Series Tntle {followed by ; title used in office; if different) !
, HAtiEs? Latest

1981 | To Date | Manlfest Report Flle L :
e Tnsasisn and ’“‘f‘u:e Function " What is the function of the Division and the C‘fuce in which this record series is createc?

1}

The ContalnerPort Office malntains |ialson with all segments of shipping industry; regularly

deals with shipping companies, agents, customs, truck lines, etc., to resolve problems
detrimental to the flow of operations; recelves complaints and suggestions from these

groups, analyzes them and determines action to be taken. Keeps customers apprised of

upcoming procedural changes, Iimprovements, new construction.
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7. Record Series D=suipi:cn This ¢ He contams the followmg documents finclude form numbers and titles, if any):
ttach samples of the file.
i Documents reiating to: Import loads from con+ainer vessels and IlmiTed breakbulk cargo.
_ stiuded are: Manifest, printout(as a result of input), cover sheet showing
o vesse! discharges, arrival/departure times, loads, discrepancy
| amendment report, when necessary. '
File is arranged: ' Alphabetically
: |
8. Monthly Reference Rate How often are records referred to which are:
Qne 10 six months oid 25 : Seven to twelve months old 0 ; Thirteen to twenty-four months old 0
! twenty-five months and older_-0 7 .
9. Annual Rate of Accumulation of Rerords ¥ 24 bo;;;-'
Letter-size drawers —— . ; Legal-sizedrawers .. . _;Shelves___._______; Other (specify)
: ! AT : _ 1
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a. ls this the official copy of the series? : , }
X : If not, whaere is it? '

!

b. Does the serias contain confident:al information requiring security handling? If yes, cite law or regulation.
Authority Rules_to protect tonfidentiality of data that could be used by competitive

X ¢c. Is this®vitat record? A shipping lines

X d. Does this serias have hiftorical or long term research value? 3

¢. When one or two documenhts in the file make it necessary to keep the entire file for a long pernod could these
X | _documents be scheduled separatelv? :

X !uhunﬁggmnmmmuuumiummw cooy, !
g. s the information contained in thns series ever analyzed and/or recorded in a summanzed report?
X . If ves, attach copy,

: h. Is there a duplication of this series in your office, or in ainother office or agency?
] X If ves. where? U. S. Customs and various

nes. ;

g X i. _1s this series (or a major portion of it) requiarly microfilmed?
X. | __i._Does the record series resuit in a computer printout?
11 Retentlon Requirements The following requires the series to be kept:

a. State Law

_— i _ w, Sratute of limitation — o o years, — - —— -8 -Administrativeneed - — - — = mdef;m:.:te..vears.

i 2, Faderal faw

4

years. d. Audit period - - e _YE3rS.

F .
—— . _years, f. Federal retention instructions years,

Attach copV or axzerpt of L3 or regu'ations. Explain administrative need.
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12. Aporoved Disposition Instructions This agency recommends that the file series be cut oﬁia;t the end of each: '
ORIGINAL. DOCUMENTS AND O Calendar Year; [0 Fiscal vear; &8 Other - then,

COMPUTER PRINTOUTS:

£A
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X2 Dasgrae,

MICROFICHE:
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%] Hold in the current filesarea _6 ___ month(s)
Tra~ofe? 10 bocst holding 4.¢4, hold
3 Cransfac o Gtaze orords Crater NOMd e yeai{s), then

LT

vear(s); then

. year(;): then

e gy e

T vrarsfer to State Archives for permanent retention, f
X Ttrer [ Sgecifyi

Hold in current files area until no longer needed for reference; then
destroy.

These instructions apply to all prior and future accumulations of the series.

| Agency HeadlDes:gnee {Signature) ___Date he_g:fﬂ}Manag_erhent Officer [Signature) Date ,

L L e | o M s, DT ik

of explanation.)

Stats Reco!ds Commn(e {ngnature} Date

Recommendations in para- q /
graph 12 are approved. _ State Auditor/Designee ' MAG/M - _J( 3 -( V:{

(If disapproved, attach Ietter

Secretary of State/Designee

Attorney General/Designee
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